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Thank you for choosing to serve families enrolled in the Child Care and Development Fund
(CCDF) Program. The CCDF Program provides child care subsidies for low income families
who are working or attending an accredited /certified school or training program. These families
rely on affordable, quality child care in order to work and become self-sufficient. Their children
rely on high quality child care in order to be safe, healthy, learning and ready to succeed in
school and life.

You are an important part of the success of the families you serve!!

The CCDF Program is administered through the Indiana’s Family and Social Services
Administration (FSSA) in the Office of Early Childhood and Out of School Learning (formerly
Bureau of Child Care). The Office of Early Childhood and Out of School Learning is committed
to increasing the availability of quality child care environments for all Indiana families. High
quality child care environments ensure that children are safe, healthy and learning. Assistance
and support is available to all child care providers who wish to continue to grow professionally
and offer the best quality child care possible. One of the many ways to receive this assistance is
by joining Paths to QUALITY™, Indiana’s Quality Rating and Improvement System.

Paths to QUALITY (PTQ) is a free, voluntary system that allows all regulated child care
providers the opportunity to join and provides families with an easy to recognize symbol of
quality to assist in making child care choices which are best for their family. Each level of this
four level system builds on the foundation of the previous one, resulting in significant quality
improvements at each stage and national accreditation at the highest level. There are many
advantages to joining Paths to QUALITY including free on-site technical assistance, free and
low cost trainings, awards and incentives at each level and free marketing opportunities. If you
are not currently participating in Paths to QUALITY and are interested in learning more, contact
your local Child Care Resource and Referral Agency or the Indiana Association of Child Care
Resource and Referral at (800) 299-1627.

The Indiana CCDF Provider Manual which follows is intended to give CCDF eligible providers
an overview of the CCDF program including helpful hints on getting started and details about
CCDF program policies and procedures. As a CCDF provider it is your responsibility to be fully
aware of all CCDF policies and procedures. It is recommended that you check the Office of
Early Childhood and Out of School Learning website at www.childcarefinder.in.gov frequently
for important CCDF announcements and other helpful resources.

If you would like more complete information about Indiana’s CCDF Policies and Procedures,
you may view the complete CCDF Policy and Procedure Manual at
http://www.in.gov/fssa/files/Child_Care Provider Manual.pdf

Updated January 24, 2016


http://www.childcarefinder.in.gov/
http://www.in.gov/fssa/files/Child_Care_Provider_Manual.pdf

TABLE OF CONTENTS

Page
Welcome to the CCDF Program 1-2
Table of Contents 3
Commonly Used Terms 4-11
Who Are CCDF Eligible Providers? 12-14
Who Are Eligible CCDF Voucher Families? 15
How Does a CCDF Family Choose 16
Me As Their Provider?
Provider Information Page (sample) 17
What is a CCDF Voucher? 18
CCDF Voucher Sample 19
What Do | Need to Know About Getting Paid?
How do | get paid? 20-21
Documenting Attendance 23-24
CCDF Reimbursement Rate Types 24
How is my reimbursement calculated? 25
PTQ Level increases, Co-payment 25
Provider holidays, Personal days 25-26
Inclement Weather Closure Day 26-27
Late Attendance 27-28
How attendance time is captured 29-30
Where Can | get payment information? 30
What happens if | move? 31-32
What Happens If | Lose My CCDF Eligibility? 32-33
Non-compliance with CCDF Provider Standards 33-34
Suspension for Other Reasons 34-35
Termination for Other Reasons 35-36
Limitations of Appeal 37
Audits/Repayments 37
Frequently Asked Questions 38-39
Who do I call? 40-41
Other Resources 42
CCDF Intake Agent Map 43
CCDF Policy Consultant Map 44

Updated January 24, 2016



COMMONLY USED TERMS

805 Application
The form a family completes with the local Intake Agent when applying for CCDF assistance.

Accreditation

A voluntary system which evaluates child care programs against specific criteria in areas of
curriculum, health and safety, parent communication, and staff qualifications which has been
validated by a nationally recognized early childhood organization or institution.

Adverse Action

Adverse action is an action toward an Applicant or Co-Applicant that includes denial of services,
the potential termination or services, increase in co-pay or reduction in services. CCDF
Applicant / Co-Applicant and CCDF Eligible Providers must be notified at least ten (10)
calendar days before an Adverse Action can be imposed.

Age of Child

Children must be under the age of thirteen (13), unless they have a qualifying documented
special need. Children with a documented special need who require adult supervision or children
requiring court ordered adult supervision may be enrolled through age seventeen (17).

Association of Christian Schools International Accreditation (ACSI)
A Voluntary, nationally recognized accreditation system for child care programs. It is authorized
and validated by the American Christ Schools International (ACSI).

Appeal
The right to request a hearing or administrative review as a result of a Notice of Order,
suspension or termination.

Attendance
An electronic or written record of child care provided which includes date and time of arrival and
departure and has been verified by the parent/guardian for an identified period.

Authorized Representative

A person, over the age of 18, other than the CCDF applicant(s), who receives a Hoosier Works
for Child Care card with parent/guardian consent and is permitted to check children in or out of
the child care facility or home. This authorized representative does not include their child care
provider.

Break Care Voucher

A document which states the authorized subsidy for school-age child care services for a specific
eligible child during a break in school which is greater than one week, including: CCDF eligible
provider, begin date, and end date, and dollar amount. Multiple vouchers within a subsidy begin
and subsidy end date may be created to facilitate flexibility.
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CCDF Eligible Provider

CCDEF Eligible Provider is defined as a provider, either licensed or exempt from being licensed
by law, who has met all applicable CCDF Provider Eligibility Standards and has completed the
application process. This includes: licensed center, facilities and homes, unlicensed registered
day care ministries, legally license-exempt child care facilities and homes, relative care
(grandparent, great grandparent, aunt and/or uncle of the eligible child), and nanny care, and in
home care not provided by the child’s parent, step-parent, guardian or other in loco
parentis.

CCDF Reimbursement Rate

CCDF Reimbursement Rates are county maximum reimbursement rates for child care by age
category, provider type and PTQ Level determined through the local CCDF Reimbursement Rate
Survey of Indiana’s licensed child care providers. The applicable rate is based on the applicant’s
county of residence.

Central Reimbursement Office (CRO)
An entity which validates and processes claims from CCDF Eligible Providers.

Check-In / Check-Out

The term to describe the process of electronically documenting a child’s attendance through the
use of a Point of Service (POS) device located at the child care center, home or ministry.

Child Care and_Development Fund (CCDF)

The CCDF program was authorized by Congress through the U. S. Department of Health and
Human Services to amend the Child Care and Development Block Grant. The purpose of the
CCDF program is to have one single, integrated child care funding system to assist low-income
families through subsidized child care and to increase the availability and quality of child care
services.

CCDF Provider Eligibility Standards (PES)

These standards were also called Minimum Standards and are defined by Indiana state law. If a
child care provider moves, the new building or home must be inspected. CCDF approval does
not automatically transfer to another site.

Child Care Resource and Referral (CCR&R)

The Child Care Resource and Referral is an agency serving each Indiana County to help families
make decisions about quality child care for their children. CCR&R agencies also offer various
training opportunities and other business and child care resources to providers.

Co-payment

The dollar amount the family is responsible for paying directly to the provider based on the
family’s income, family size, years on the program and the Federal Poverty level. This amount is
listed on their voucher. It is the responsibility of the family to pay this directly to the provider.
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Council On Accreditation (COA)

A voluntary, nationally recognized accreditation system for early childhood centers and after-
school programs. It is authorized and validated by the National Early Childhood Program
Accreditation Commission.

Daily Voucher
Daily voucher is defined as four (4) hours or more for non-school age and school-age other care
and two (2) hours or more for school-age children during the school year.

Family Child Care Home Provider
An individual who provides child care services in a residential structure other than the child’s
residence.

Financial Need

A CCDF Household with current gross monthly income from all countable sources which falls
below the established federal poverty guideline percentages determined by the Office of Early
Childhood and Out of School Learning.

Full Time Weekly Voucher

Weekly voucher provided for twenty-five (25) hours or more per week, Sunday through
Saturday, for non-school age children or school-age children when school is not in session or
when care is required during non-traditional hours. For school-age children, when school is in
session, full time care is defined as ten (10) hours or more per week Sunday through Saturday.

Hoosier Works for Child Care Card (HWCC)
A card with a magnetic strip used to electronically documents a child’s attendance at a CCDF
eligible provider. This card is issued by the local Intake Agent when an Applicant and/or Co-
Applicant is authorized to receive CCDF subsidy.

Hourly Voucher
Hourly voucher is defined as less than four (4) hours for non-school age and school-age other
care and less than two (2) hours for school-age children during the school year.

In-home care by a non-relative (Nanny Child Care)

Nanny care is defined as child care services provided by an individual over eighteen (18) years
of age who comes into the child’s own home and does not reside at the child’s address and is not
the child’s parent, step-parent, guardian or in loco parentis.

Inclement Weather Closure Day

An Inclement Weather Closure day is defined as a day a provider can use, up to five (5)
inclement weather closure days per calendar year, for which the child’s attendance is credited as
documented on the child’s CCDF voucher. An Inclement Weather Closure day can be used by a
provider when your counties emergency management system has issued travel advisories
restricting travel. The following Department of Transportation website can be used in
monitoring the status in your county www.in.gov/dhs/traveladvisory
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Indiana Family & Social Services Administration (FSSA)
Indiana’s lead agency for CCDF funding.

Late Attendance (formerly Discrepancy)

Late Attendance is defined as a payment request from a child care provider resulting from an
incorrect payment for services provided. This must be submitted through the Provider Website
for additional payment for a weekly, hourly or daily voucher when payment was less than the
authorized subsidy and attendance was recorded inaccurately.

Local Intake Agent

An entity which is, by contract, obligated to perform CCDF intake and eligibility functions
according to state guidelines. These functions include, but are limited to: verifying service need,
verifying financial need, accurately enrolling a child with a CCDF eligible provider according to
the CCDF Household’s needs, performing authorizations as needed and reporting suspected
fraud.

Legally Licensed Exempt Provider (LLEP)
An unlicensed home provider, who does not care for more than 5 unrelated children at a time.

Licensed Child Care Provider

A provider meeting the legal requirements of the state to provide child care services and has been
issued a license by the Office of Early Childhood and Out of School Learning to operate a child
care facility or home.

National After-School Accreditation (NAA)
A voluntary, nationally recognized accreditation system for after-school programs. It is
authorized and validated by the National After-School Association.

National Association for the Education of Young Children Accreditation (NAEYC)

A voluntary, nationally recognized accreditation system for all types of early childhood centers
and schools. It is authorized and validated by the National Academy of Early Childhood
Programs, a division of the National Association for the Education of Young Children
(NAEYC).

National Association for Family Child Care Accreditation (NAFCC)
A voluntary, nationally recognized accreditation system for family childcare homes. It is
authorized and validated by the National Association of Family Child Care (NAFCC).

National Early Childhood Program Accreditation (NECPA)
A voluntary, nationally recognized accreditation system for early childhood centers. It is
authorized and validated by the National Early Childhood Program Accreditation Commission.

Non-Traditional Care
Care provided outside Monday through Friday, 6:00 a.m. to 6:00 p.m., and sick child care.
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Office of Early Childhood and Qut of School Learning (OECOSL)

The Office is the lead agency for CCDF administration responsible for issuing program policies
and procedures, as well as, monitoring contractors, and collecting data. Additionally, the Office
develops and evaluates the CCDF State Plan and is accountable for administration of funds.

Overage
An overage is defined as the portion of a provider’s charges which exceed the applicable county
CCDF Reimbursement Rate and may be charged to the Applicant or Co-Applicant.

Paths to QUALITY (PTQ)

Paths to QUALITY™ is a system where each level builds on the foundation of the previous
one, resulting in significant quality improvements at each stage and national accreditation at the
highest level. The system validates programs and providers for ongoing efforts to achieve higher
standards of quality and provides incentives and awards for success.

Personal Days

Twenty (20) days a parent/guardian may use for a child’s absence per client anniversary year on
the program. Personal / absent days are provided to children who are enrolled on a full time
weekly basis. These days may be used at the parent/guardians discretion for days when the
provider was open for business, and the child was scheduled to attend, but did not attend any part
of the day. A personal day is equivalent to the numbers of hours per day authorized on the
child’s voucher.

Point-of-Service (POS) Device
A machine issued to a CCDF eligible provider which is used to electronically document the
eligible child(ren)’s attendance at the facility and generate reports.

POS Reports - Reports child care providers receive from the POS equipment.
Totals Report (Detailed and Summary) - The Totals Reports allow you to check your
payment totals for children who have checked in or out of your child care program. The
two types of Totals Reports are Detailed Totals and Summary Totals.

The Detailed Totals Report provides detailed payment information for the report
period selected. The information will be sorted by week, for each child. The
amounts are subtotaled by week and totaled to reflecting the total payment. The
business week for child care runs from Sunday at 12:01 a.m. to Saturday at 12:00
a.m. (midnight). The Summary Totals Report will only provide the total payment
for the report period selected.

Weekly Attendance Hours Report

The Weekly Attendance Hours Report produces a report of the total attendance hours for
each child for one of the following time periods: Current week, Previous Week (last
week), or Previous Week (2 weeks ago).
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Exceptions Report - The Exceptions Report produces a report of the children that have
been checked in but have not been checked out. This report is useful in identifying Check
Out transactions that were not successfully processed.

Attendance Report - The Attendance Report produces all attendance transactions
performed on a specified date. The Attendance Report produces a recap of all the
transactions performed on a specified date.

Provider
An individual, eighteen (18) years of age or older, who is responsible for the direct care,
protection, and supervision of children in the absence of their parent/guardian.

Provider Holidays

Reimbursement may be made to all providers for up to six (6) days per calendar year, per active
CCDEF child, when the facility or home is closed. These dates do not have to be legal holidays,
rather dates you have selected as pre-determined closures.

Resident

A person who lives in the county in Indiana where they are applying or receiving CCDF
assistance. This can include a person temporarily residing in a domestic or homeless shelter.
Also included are children who are legal (qualified) aliens. There is no minimum length of time
a client must reside in Indiana.

School-Age Care
School-Age care is defined as child care provided to children attending school for the entire day needing
before and after school care during traditional hours, including children attending all day Kindergarten.

School-Age Other Care

School-age other care is defined as child care provided during a break in school which is greater
than one (1) week, for care provided outside of Monday through Friday 6:00am — 6:00p.m. and
care provided to sick children.

Service Need

A service need is established when each parent/guardian living in the home with an eligible
child(ren) can demonstrate the need for child care by providing proof of participation of one or
more of the following: employment activities, education and training activities or Child
Protective Services.

Shift Care

A licensed provider may decide to offer child care services 24-hours a day. CCDF children are
to be assigned, according to their service need, to one of two 12-hour shifts (6pm to 6am or 6am
to 6pm or other shift defined and approved by the Office of Early Childhood and Out of School
Learning). The provider may not enroll more than their licensed capacity during either 12-hour
shift. A child who needs care that would overlap during these shifts shall be assigned to both
shifts.
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Store and Forward (SAF)

The POS system’s method of processing swipe activity (check in / check out) when the
telephone line is unavailable. The swipes are stored in the POS and forwarded to the main
computer when the phone line becomes available provided electricity is available or battery life
remains.

Subsidy Begin Date

The date the CCDF Household is eligible to begin receiving CCDF services. The subsidy begin
date may not be more than two weeks prior to the application date for TANF Impact Applicants
only. The subsidy begin date must occur the week of application or the week following for non-
TANF Impact applicants, unless otherwise stated.

Subsidy End Date
The date CCDF services will end, unless the Applicant or Co-Applicant completes the
reauthorization process according to established CCDF policies and procedures.

Subsidy
The maximum child care reimbursement less applicable co-pay.

Substantiated
A determination supported with proof of evidence; verified.

TANF IMPACT
A TANF program that provides services to parents who are involved in very specific job related
activities.

The Consultants Consortium (TCC)
The agency responsible for inspection and certification of legally license exempt centers and
homes.

Unlicensed Registered Child Care Ministries

Child care services provided by a religious organization which is exempt from state licensing,
but must meet the minimum requirements of sanitation, fire prevention, and building safety
pursuant to 1IC12-3-2-12.7(c).

Volunteer Caregiver
An individual who provides services without compensation for more than eight hours a month.

Voucher

A document which states the authorized subsidy for child care services for a specific eligible
child, including: CCDF eligible provider, voucher date and dollar amount. Multiple vouchers
within the subsidy period may be created to facilitate flexibility.
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Voucher Begin Date

The date a voucher is considered valid for reimbursement to a CCDF eligible provider. The first
voucher begin date may be the same as the subsidy begin date unless the CCDF applicant or Co-
Applicant has requested alternate begin date or has been placed on Approved Leave.

Voucher End Date
The date a voucher is no longer considered valid for reimbursement to a CCDF eligible provider.

Waiting List

A list of children who preliminarily meet financial need and declare a service need of
employment, education/training or Child Protective Services, but for whom there are not
available CCDF funds.

Week
A week is defined as Sunday through Saturday.

Xerox
The company under contract to the Indiana Family & Social Services Administration to install
and maintain the Hoosier Works for Child Care Payment System.
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WHO ARE CCDF ELIGIBLE PROVIDERS?

All providers are required to submit a W-9 form to
) be verified with the Internal Revenue Service (IRS).
/ Reimbursement will not be made until the

s‘,lllnp verification has been completed and approved.
10K

The following categories of providers with a valid Indiana child care license are considered
eligible CCDF providers. Please note: Licensed providers that are under enforcement action
will not be eligible to receive public funds through the CCDF subsidy program.

Categorically Eligible CCDF providers are:
e Licensed Child Care Center (IC 12-7-2-28.4) — a non-residential building where at least
one child receives child care from a provider:
1. While unattended by a parent, legal guardian, or custodian
2. For regular compensation;
3. For more than four hours but less than 24 hours in each of ten consecutive
days per year excluding intervening Saturday, Sunday and holidays.

e Licensed Class I Child Care Home (Sec. 33.7.(a))- a child care home that serves any
combinations of full-time and part-time children, not to exceed at any one (1) time twelve
(12) children plus three (3) children during the school year only who are enrolled in at
least full day kindergarten. Except as provided in IC 12-17.25-6.3(b), the addition of
three (3) school age children may not occur during a break in the school year that exceeds
four (4) weeks. (b) A child: (1) for whom a provider of care in the care home is a parent,
stepparent, guardian, custodian, or other relative and who is at least seven (7) years of
age; or (2) who is at least (14) years of age and does not require child care: shall not be
counted in determining whether the child care home is within the limit set forth.

e Licensed Class Il Child Care Home — (Sec.1) — A Class Il child care home serves more
than twelve (12) children but not more than sixteen (16) full-time and part-time children
at any one (1) time.

All other providers are required to meet CCDF Provider Eligibility Standards.

CCDE Provider Eligibility Standards (PES):

Effective July 1, 2002, and amended in subsequent years, (please refer to
http://www.in.gov/fssa/carefinder/4945.ntm ), the General Assembly passed legislation that
requires all child care providers to comply with certain health and safety standards prior to their
participation in the Child Care and Development Fund VVoucher Program. Unlicensed childcare
providers must demonstrate compliance with the CCDF Provider Eligibility Standards through
written documentation as well as a home/facility inspection. The verifying agencies are as
follows:
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eRegistered child care ministries — Office of Early Childhood and Out of School
Learning Facilities Consultant

el cgally License Exempt child care providers / In-home care by a non-relative (Nanny
Care) — The Consultants Consortium (TCC — state contractor)

CCDF Providers that must demonstrate that they meet Provider Eligibility Standards

(PES) are:

Unlicensed Registered Child Care Ministry — is defined as a child care provided as an
extension of a church or religious organization that is exempt from deferral income
taxation under Section 501(c)(3) of the Internal Revenue Code, unlicensed but registered
with the Office of Early Childhood and Out of School Learning and Indiana State Fire
Marshal’s office.

Legally License-Exempt Provider - The following are exempt from licensure per

IC 12-17-.2-2-8.

1. A program for children enrolled in grade kindergarten through 12 that is operated by
the Department of Education or a public or private school.

2. A program for children who become at least three years of age as of December 1 of a
particular school year (as defined in IC 20-18217) that is operated by the Department
of Education or a public or private school.

3. A nonresidential program for a child that provides child care for less than four hours a
day.

4. A recreation program for children that operates for not more than 90 days in a
calendar year.

5. A program whose primary purpose is to provide social, recreational, or religious
activities for school age children, such as scouting, boys club, girls club, sports, or the
arts.

6. A program operated to serve migrant children that:

a) Provides services for children from migrant worker families; and

b) Is operated during a single period of less than 120 consecutive days during a
calendar year.

A child care ministry registered under IC 12-17.2-6

8. A child home if the provider:

a) Does not receive regular compensation;

b) Cares only for children who are related to the provider;

c) Cares for less than six children, not including children for whom the provider is a
parent, stepparent, guardian, custodian, or other relative; or

d) Operates to serve migrant children.

9. A child care program operated by a public or private secondary school that:

a) Provides day care on the school premises for children of a student or an employee
of the school;

b) Complies with health, safety, and sanitation standards as determined by the
division under Section 4 of this chapter for child care centers or in accordance
with a variance or waiver of a rule governing child care centers approved by the
division under section 10 of this chapter; and

¢) Substantially complies with the fire and life safety rules as determined by the state

~
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fire marshal under rules adopted by the division under section 4 of this chapter for
child care centers or in accordance with a variance or waiver of a rule governing
child care centers approved by the division under section 10 of this chapter.
10. A school age child care program (commonly referred to as a latch key program)
established under IC 20-26-5-2 that is operated by:
a) The Department of Education;
b) A public or private school; or
c) A public or private organization under a written contract with:
I.  The Department of Education; or
ii. A public or private school.

e IN-HOME CARE (NANNY CARE)

In-home care is defined as child care services provided by an individual over eighteen (18) years of
age who comes into the child’s own home and does not reside at the child’s address and is not the
child’s parent, step-parent, guardian or in loco parentis.

All CCDF Eligible Providers must enroll with the Central Reimbursement Office

(CRO)

A provider will enroll with the Central Reimbursement Office after the provider has

at least one active child care voucher. If the provider is unable to comply with

enrollment requirements or refuses to complete enrollment information, the CCDF

voucher(s) will be voided. Payment will not be made to the provider.

To be enrolled, a provider must:

e Be at least 18 years of age; and

e Be legally operating under Indiana’s child care regulations including meeting the
required certification requirements; and

e Have a working land-line telephone that is compatible with the electronic time and
attendance system; and

e Complete and submit all required paperwork to the CRO.

A provider may not receive CCDF payments for a child if the provider is;
1. Asibling of the child being cared for and lives in the child’s household; or
2. The child’s parent or step-parent; or
3. The child’s legal guardian.

. For more information on becoming a qualified
CCDF provider visit:
W 7 http://www.childcarefinder.in.gov
or contact the Office of Early Childhood and

s;lljgﬂ Out of School Learning at 1-877-511-1144
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WHO ARE ELIGIBLE CCDF VOUCHER FAMILIES?

Just as providers must meet certain criteria to become eligible for the CCDF voucher program, so
must families who want to enroll in the CCDF program. Some of the CCDF criteria are found in

the table below.

SERVICE
NEED

A Service Need is established when each Applicant and Co-Applicant
living in the home with an eligible child(ren) can demonstrate the
need for child care by providing proof of participation on one or more
of the following: employment activities, education and training
activities or Child Protective Services.

FINANCIAL
NEED

A CCDF Household with current gross monthly income from all
countable sources which falls below the established federal poverty
guideline percentages determined by the Office of Early Childhood
and Out of School Learning.

RESIDENCY

A person who lives in the county in Indiana where they are applying
or receiving assistance. This can include a person temporarily
residing in a domestic or homeless shelter. Also included are legal
(qualified) aliens. There is not minimum length of time a client must
reside in Indiana.

AGE OF
CHILD

An eligible child is a child related to the Applicant and Co-
Applicant either by blood or law or other person standing in
loco parentis (in place of the parent). All eligible children
must be under the age thirteen (13) unless the child has
appropriately documented special needs or court ordered
supervision and is under the age of eighteen (18).

Families are required to verify their eligibility from time to time. This process is called
reauthorization and is completed through the local Intake Agent. Failure of families to
reauthorize will result in termination from the CCDF program. Child care services provided after
the voucher end date are the responsibility of the family. CCDF reimbursement cannot be
made after the voucher end date.

15
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HOW DOES A CCDF FAMILY
CHOOSE ME AS THEIR PROVIDER?

Each time a family is enrolled or reauthorizes in the CCDF program, their provider will need to
complete the Provider Information Page documenting information about their charges for child
care on an hourly, daily and/or weekly basis. These charges must not be more than the
charges to non CCDF families. If a provider does not offer hourly or daily rates to families, the
CCDF family of a child in need of part-time child care will be required to select another
provider.

Completing the Provider Information Page for a family that wishes to choose you as their
provider does not guarantee payment for services. A family must complete their application
process to receive a child care voucher. Once this application process is completed you will
receive a copy of the voucher.

¥Please note: In the event a child no longer attends your facility, but remains on your roster,
you may submit a written request for the child(ren) to be removed to your local Intake Agent.

A sample of the Provider Information Page has been provided on the following page.
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Parent (Guardian) Name Enter the CCDF Parent’s wawme heve

PROVIDER INFORMATION PAGE (Child Care and Development Fund Voucher Program)
State Form (10-11) OECOSL 0805Adem DRAFT

Date Completed Form may not be wore than 20 days old

Caregiver’s Name __Ewnter Youwr nawme heve

Business Name (if applicable) Enter business wame here, if applicable

. . L, ) Lo ) Type of Provider
Street Address (where care is provided) This i< the location where care is being provideo 0 Licensed Home License #
. . O Licensed Center License #
City Zip County O Registered Ministry Registration #
O License Exempt Home
Hours of Operation Days (Pleasecircle) S M Tu W Th F S O License Exempt Facility Check Your Provider Type
O Providing care in child’s home
Charge
_ Current Charge for next age group School-age
Kindergarten | (| jst charges for School- | (If child is currently (List charges for
. Indicate . .
Child’s Age HD = % Day Age School Year) 2 list charge at age 3) | summer/evening care)
Child’s Name (first & last) Years / Months FD = Full Day Week / Day / Hour Week / Day / Hour Week / Day / Hour
Nawe of Child Recelving Care Enter|Age Provide all charges This must be For care provided
including part-time, completed BEvenings/weekenols
(f part-time s offered
FOR SCHOOL AGE AND KINDERGARTEN FULL-DAY CARE Are you related to the children listed above? If yes, explain

School Year Begins Current year begin Ends_curvent year ends

Does school-age child need break care vouchers? No Yes
If yes, a school schedule must be provided. complete to request
vouchers for perlods school Ls not in sesston — nclude school calendar.

PROVIDER AFFIRMATION
I affirm the information provided on this application form is true and
correct. Further, I affirm child care will be provided at the address listed
above and agree to comply with the rules and regulations of the CCDF
program. (Available on OECOSL website www.childcarefinder.in.gov) |
also understand | must allow unscheduled visits by a parent or legal
guardian to my child care program during the hours my child care
program is in operation. In signing this application, | certify | am the
individual listed above or the authorized designee.

Signed, This fori MUST BE signed

FAEX Y ou must answer the guestion above if Yow are a home provider *¥***

PLEASE NOTE: Eligible providers must demonstrate compliance with CCDF Minimum
Standards prior to participation in this program.

Parent / Guardian: Your caregiver must complete this information in its entirety. Please bring
the completed form to your appointment to assist in prompt completion of your child care
vouchers. If you wish to make a provider change, you must obtain new vouchers prior to
attendance or payment for care may become your responsibility.

Provider: Please complete all information and sign the form in the box to the left.

If you have any questions, please contact: \Your local ntake agent information will be
in this box. call them with any questions regarding this form.



http://www.childcarefinder.in.gov/

=

Until you receive a copy of the Child Care VVoucher, you can not
verify that a family has been enrolled in the CCDF program.
Therefore, providing care without an authorized voucher is at
your own risk. This will also alert you to any possible changes
in reimbursement and/or co-payment expected from the family.

WHAT IS A CCDF VOUCHER?

A CCDF Voucher is issued to a family when they have completed the application process. This
document provides the child care provider important information about the family’s child care
assistance such as the rate of reimbursement, the number of hours of care that have been
authorized, and the length of time the subsidy will last before a reauthorization must be

completed.

=

You should keep track of the date each of your families are due
for reauthorization. This date may be found on the paper
voucher and is listed as “Reauthorization Date”. It is helpful for
parents to get reminders about this date from both their Intake
Office and their child care provider.

Receipt of a Child Care Voucher authorizes payment for child care services for a specific
duration of time and reimbursement rate. A child’s voucher may be amended prior to the voucher

end date. While you should receive notification of this change, it is also important to check

www.hoosierchildcare.com to verify voucher end dates and reimbursement rates on a regular

basis.

=

Providers must care for a child at the site listed on the child’s
voucher. Children must have their attendance recorded on the
POS device assigned to the address listed on the child’s
voucher.

Updated January 24, 2016
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Mo 3337082

State of Indiana Child Care Voucher
Family and Social Services Administration

for the period Nov 15,2015 through Feb 20,2016 = Voucher Dates

THIS 15 A CCDF “OUCHER FOR CHILD CARE § ERMCES

SJ.IJQ_PH error timely, the CCDF voucher will remain unchanged.

Parert/Gimrdian: Facility: ABC Child Care & Preschool
Simmons, Richard 4903 0 5 High School Rd,
123 State 3t st ol |nfo Indianapaolis IM
hdianapolis IM i 24
46113
Phome: (317081-0227
County: Marion County: Marion
Child: Simmons, Andrea Mailing A ddress: Adaress nere
Date Of Birth: 2552010 A7 45 Hkory Wioods O care 1s
Age Group: 3405 e ars ald Plainfizld 1M S
Lhild Hunber: 1 & 4 168 S
Caze Mumber: 215904 Facility Type: Licensed Home
Sequence Mamber: 1
PTE Lewel: 1
Intake D gency:
Children's Bureau of Indianapolis, he. h"'--... Shift: Shift 1
Woucher Rfo | S S e —|
Status: Potive Provider Charge: Flah00dvesk )
Serice Hours/Day: ] Copay: F0.00Mweek
Serice Hoursileek: < Owerage: E25.000m ek
Full tirme /P art time: Full Time CCOF Subsidy Amount:  $100.00
Mumber of Dawfweek: 5 \
Mumber of Uz eks: 14 TotalfSub=idy Amount:  F1,400.00
One Personal day is equivalentto one Service Oawy
0 Subsidy End Date: Febriary 27,2016
Parent must
ecenmy 0y this date .
[ T T if.--."';rt i
Signature : il {4 Date: 12042015

Drechor, 0 filae o7 Bardy C hldhood and Oul oTSdool Learning

To wleotapin fir vourHoo derWark G for Child Care Card : Para aovar cu tare fa:
cal 1 -E00-EveET Uamaagrak a 1 200 STa 0427

Haue 15digll HoosEr bk Card Wumber read Tere o 150791 ks 02 B Brie B Hoosler Nkorks 1k ke

H=ue & PIN =elecied Tere un rumercde PIN esogido

Follows e Ire insclones guen by e sukmake d alerdanl Ege B Ins ocdones por 2H8= enke sukomaliado

Applkcalon MTomalon: Tere |adi=ponbie:
Case Humber = 21550+ B Wdmerodel G =o = 215504
Zequersce Number =1 B Wdmercde Sede =1
PaEnl bae o1 Hirk = 3111520 LaEradel Nadmien ko = 3111550

hWyouoryor subofmeEd Fepresens e haue kouble weing your Hooder Nbrks o
ChHd Cae Cad, please conacl ke Hoosler Wborks %o Ghid G ae Glenl Help De sk al
1-B55-252- 508,

To report i oeoted CCOF Fraud by sthera parentorprouder pisaw oonbot
e SCOF Fraud Coordinatrats47-284-2 200,

It is your responsibility to verify your charges have been entered
correctly. If a CCDF eligible provider, reports to their local Intake
\ Agent, an error on the CCDF voucher within 45 days of issuance,
/ CCDF subsidy may be adjusted. If the CCDF eligible provider or

Applicant/Co-Applicant fails to notify the local Intake Agent of an

Updated January 24, 2016
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HOW DO | GET PAID?

Child care reimbursement is only authorized to certified and enrolled CCDF eligible providers.
Certified is defined as a child care provider meeting CCDF Provider Eligibility Standards and is
either regulated by the state (licensed child care center, licensed family child care home, or an
unlicensed child care ministry) or provided by legally licensed-exempt providers. After you
have been CCDF certified and a child care voucher has been assigned to you and has begun,
Xerox has seven to ten (7-10) business days to provide you with a Point of Service (POS) device
for your facility or home. To receive reimbursement for child care services provided, you must
have a communication device, which must be a landline telephone, that is compatible with
Indiana’s Automated time and attendance system for the CCDF voucher program. The state
contractor, Xerox, responsible for installation and maintenance of all POS devices and will
provide you with a POS device at your facility or home.

When you receive your POS device, you will receive information on the installation and use of
the device, as well, as the remaining documents to complete your CCDF Provider enrollment
process. These forms include:

POS Operation Manual

Provider POS Tip Sheet (Quick Reference Guide)
Provider Web Portal access instructions

Late Attendance Quick Reference Guide
Payment Schedule

Holiday Form

Helpful Phone Numbers

You must complete these forms and return them to:

Xerox State and Local Solutions C/O Child Care
Contracts Department

PO Box 80589

Austin, TX 78708

Or Fax to: 405-951-5389

* You cannot get paid until the above information is completed*

Installation, replacement and repair of the POS devices are the responsibility of Xerox. You will
be provided with two rolls of paper for the device when it is installed. You are responsible for
purchasing replacement paper; however, a portion of this cost will be reimbursed quarterly by
Xerox electronically. To find more details about replacement paper, please refer to your POS
operation manual.

20
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If you have not received or been contacted by Xerox within
7-10 business days regarding a POS device or are having
difficulty with your POS device, call the Xerox Provider

Help Desk.

Provider Help Desk (800) 422-0850
Generic Provider ID #1234
Generic Password 123456

My POS Device is installed. Now what?

» Families must use their HWCC card to record time and attendance information (in-
and-out swipes) on the POS device in your facility or home. Failure to do so may
result in termination of the child’s CCDF benefit without notice.

» Failure to require CCDF families to enter their attendance through the POS machine
will jeopardize the accuracy and timeliness of your payments and may result in your
decertification as a CCDF eligible provider.

» Providers must maintain additional written attendance records which document
all children’s arrival and departure times. It is best practice to obtain a parent
signature, written or electronic, verifyi